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OFFICE OF GENIAL SESyiCES.. * t ''j 

EEPOET 


Iffermalion 



TO : 
FROM 
SUBJECT : 


Chief , General Services 

Chief, Eecords Management 8 e Distribution Branch 

Monthly Beport of Operations for the period ending 
31 I'ferch 1953 


2 April 1953 


A. Personnel 


On Duty Vacancies In Process 


Office of Chief 
Beds . Mgt . Section 
Beds . Center Section 
Mail Control Section 

1 . No . on leave three days or more : 
Eecords Mgt. Section- 1 
Mail Control Section- 3 
Eecords Center Sec.- 1 



25X9A2 


2. No. on special detail out of office P 

Eecords Mgt. Section- 1 Full month 

Eecords Center Section- 0 

Mall Control Section- 1 Full Month 


How long? 


3. Where: Ctae Records Analyst to Jackson Commission 

One man in Transportation Division as full time courier. 




la' 


a Bsgt- 5» Specific cases on item k not in previous reports. 



3 


'*”91 SKN ■ 





No. pending resignation, transfer and/or reassignment: 
Eecords Management Section- i 
Eecords Center _ j 

Mail Control _ 



ourier 


Messenger 

25X1 A9a 


ga§:6. 

SSMS 


i i i 

tsft I 


New applicants interviewed 9 Recruited by Personnel 8 

Recruited by this office 1 


o 
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B. Acininistration and Problems 


25X1 A9a 


igyurtty Infofnta'ion 


FOIAbSbl 


// 


liecords Man^ement Section-A d lgoosltion anhednlP n 

"housekeeping" recoFdT^ ^^^ |||||||||||||||||^ ^ 

+h?Natifml ^isposWHecBB^SSeeSorwardk to ' 

Nation^l^ agreement i^ith the 

Agency cleared by this 25X1 A9a 

g cy, ^ will examine the schedule and will call at this office 
for review of the samples, if necessary, 

notice regarding the standardization of filing cabinets 
+hP^T process. The original draft was approved by 

„ presently being held up by the Office 

of I&S The Office of I&S objected to the nomenclature used in 
scribing the caged areas in which standardised cabinets can be 

'"rri'? ^ lock cabinets in open areas. 

The Office of I&S redrafted the notice, but the result was not 

cceptable from our viewpoint. In a subsequent meeting, the notice 

Tl original lines, but to date has not been 

forwarded to us by the Office of I&S. 

A Proposed ’^o'^^^^g^ding the standardization of filing supplies 

ContrirstSf now ^elng processed by the Regulations 

Control Staff, Oi^h^^s of this proposed notice and verbal 

clearance from the Logistic Office is now attempting 

to procwe the residual stock of such supplies held ly Office of 
irice otabilization. If successful, the cost of the items will be 
substantially less than the current schedule price. 

Approximately three cabinets of Administration file material have 
been forwarded from the Mail Control Section to the Records Center 
^s a part of the training plan for Records Center staff and the 
less experiences records analysts, this material is now being re- 
classified and filed in accordance with the system recomraended by 
this office for adaption throughout the Agency. There are twelve 
persons p.rticlpating and it is expected that their experience id.ll 
e very helpful in getting new Records Officers started on the 
Office Records i-Ianagement Programs which will be outlined to them 
iu program now being developed in collaboration with 

the Office of Training. The reclassified material is being set up 
as model files for demonstration purposes. 

Training progr,am, which is being developed 
^^ath the Office of Training, is progressing^ The Training Office: 

IS forwarding letters to outside speakers to confirm Informallv 
agreed-upon speaking dates. A tentative schedule and program have 
been established. Agency speakers are now preparing their talks. 

y "to review the speach material and have rehearsals 

With the speakers before the program gets under way. 


// 
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Security Iniormation 

Vital Materials: The Area Records Officers of the Office of 
Operations and the Office of Procurement were contacted regarding 
their inactivity in malting deposits. In order that this office 
may establish schedules to determine, vjhat and when, deposits sh 
should be made by these offices, they were requested to supply 
listings, enumerating the various categories of vital materials 
in their respective offices, or materials of other offices necessary 
to continued operations of these two offices. The reduction in 
amount of microfilming was also discussed with these offices and 
a follow-up will be made. 

Last Thursday, at the request of Mr^^^^HArea Records Officer 25X1 A9a 
25X1 A9a iirs.^^^^^1 a records ofr^eiTror one of the area 

offices of DD/p7visited the Repository. 

The Office of Training has not to this date replied to or made 
deposits of vital materials listed in otir memorandum of 5 Jan. ’53, 

Two microfilm readers for use in the repository h^re been received 
from the Recordak Corp. and im.ll be delivered to Wednesday, 

8 April 1953. 25X1 A6a 

Microfilm projects completed in the week ending 1 April 1953: 

Office of I&S- 

Requested Branch File Number (Investigative cases) 3 reels 
Investigative File Index-Reference Section 9 reels 
Case Control Cards 1 reel 


Pending Case Control Card File 1 reel 
Comptroller's Office 

Fiscal (Form GSC-2806) Individual Retirement cards 3 reels 

Records Center Section- A tally was made for 1-lr. use of all 25X1 A9a 

Intelligence reports, which were received in the Records Center 
from sources other than the Printing and Reproduction Division. .A 
four week period ending 23 Msurch, was covered in making the tally. 

The handling of such intelligence reports involves considerable 
work and the tally should be helpful in identifying individuals 
and offices idiich could be removed from the initial distribution 
list. 


Mail Control 3e ction- Current information indicates that the new 
mail trucks should be delivered and the mail racks installed td.thin 
the next week. Three couriers have qualified as truck drivers and 
two more have been scheduled for tests. A tentative schedvile for 
the new trucks has been prepared and it is planned to place them in 


oueration as soon as nossible. 


co 
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There now six couriers in addition to two supervisors who are 
qualiried to carry anna. Several more are now qualifying or will 
atteipt to qualify in the next few weeks. This number of men 
qualified in the use of arms has been made necessary because of the 
recent requirement that armed cooiriers stand by in the evening and 
on weekends for taking classified material to the homes of the 
Director and Deputy Directors. There were no calls for this service 
in the past week. 

One courier, full time, was required by NSC in the past week. 

The three couriers who were cleared ty OCI were indoctrinated by 
OCI personnel March and two are now on duty in the iobs 

recently transferred to the flail Control Section TO. 

A system for the weekly accounting for couriers' free time is now 
being developed. It-ts 1ni11i'Mlgd_J , hftt-- ghe figures will be included 
as a part of the regular weekly statistics in the ne ar f uture. 

Results for the past two weeks indicate that for the couriers 25X1 A 
there was 1 % and 4^ free time in these two periods. Contributing 
to the lower figure in the second week is the assignment of 
couriers to the OCI Jobs. 
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See Appendix A.-Jan. Report 


C. PROJECT STATUS REPORT 

Project 1-53 - Records Management Survey of the Office 
of the Director; 


A draft of the completed report has been submitted 
to the Chief of GS, Additional copies are available 
for submittal to the DDA upon final approval by 
the Chief, GS. 


Project 2-53 - Installation of the Agency filing system 
and correspondence control system in PS&O, 

This project is completed and no further report are 
be made unless some problem develops and is revealed 
dinring the periodic follow-ups that are being made. 

Project 3-53 - Preparation of a comprehensive schedule 
for the disposition of fiscal records. 

This project is in process and will require ap- \\ 
proximately two weeks to complete. However, work is\ ' 
temporarily halted as the analyst assigned is now 
working on the Regulations for the Branch and on a 
talk to be given in the Records Management Training ! 
program now being developed. ' 


Project 4-54 - Record Survey of the Office of Operations 
(Project description sheet to be submitted 
later) 



An inventory of the records'of the Index Branch of the! i 
Contact Division is about completed. This Branch ' 
maintains the largest collection of records in the \ \ 
Division, Vfork is temporarily halted while the ' 

ana-lysts work on Records Ifeinagement Regulations and \ 
a talk for the scheduled Training Program, 1 


fi 
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MONTHLY REPORT - MIL CONTROL SECTION 
March 1953 


1. Incoming I-lail t 

(a) Delivery by Post Office 

(b) Picked up from Post Office by Courier 

(c) Picked up from City by Courier 

(d) Letters: 

Reviewed 
Recorded 

Undeliverable (Held in Mail Room) 


(e) 

2. Outgoing Mail: 


25X1 A7b 


(a) 

(t>) 

(c) 

(d) 


(e) 


Picked up by Post Office 
Deposited in Post Office by Courier 
City Deliveries 
Penalty Indicia Used 

(1) CIA_ 

( 2 ) 

(3) 

Postage expended 



3. Courier Service; 

(a) Scheduled Trips 

(b) Special Trips -within Agency 

(1) Delivered by foot 

(2) Delivered by vehicle 

(c) Other Agencies 

(d) Trips outside area 

(1) Total time 

ij., giiliE Activity: 

(a) Checking courier receipts 

(1) Total time 

(b) Request for Administrative Files 

(1) Requests filled 

(2) Requests unfilled 

5» Recruitment: 

(a) Couriers 

(b) Mail Clerks 

(c) Messengers 

6. Separations : 

(a) Couriers 

(b) Mail Clerks 

(c) Messengers 


THIS MONTH 


TO DATE 


18,1;30 

171;, 563 

3,k66 

23 , 011 ; 

kjQ62 

35,226 

6,531; 

5l,l;Ol 

27 

309 

13,512 

101;,1;76 

10,887 

131,81;0 

8,51;6 

55,577 

3,003 

21,830 

6,505 

i;9,9l;3 

6 

32 

^|3,51;1;.38 

129,911.; 

1,123 

8,555i 

281 

1,032 

128 

661 

153 

1;21 

172 

825 

6 

39 


28 hrs. 10 rain, 125 hrs. 15 min. 


31 

12 hrs 50 min 
11 ; 

10 

h 


5 

0 

2 


k9 ^ 

6h hrs 1;5 min. 
180 
123 
1;7 


20 

h 

5 


1 

1 

1 


12 

2 

3 






-^AO0O2PO04<0Og07e41 year* 
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HOU'TIiLY n.W-Tf - lilbTniErriON 

MMICH 1953 


ilTTaLLIGEIX^ & HrFORi’lATIOIi fix;?0]?r5 


Ttii5 limm; 

1952 1953 


a. Iteques't for Supplejncntal Distribution 

b. Intelligence Reports: 
lieceived ( Copies5724 ' ) 

Distributed ( Copies I929 ) 

Returned (Copies 1026 ) 

c* Infonnation Reports 

Received ( Copies4ll9 ) 

Distributed ( Copies 2255 ) 


46o ^^1-03 


2929 177 / 
478 1316^ 
221 450 



4119 , 


2 , 


A i : Di: 1ST .D\T I 1 JAR c; 


a. itequest for SujplLinental Distribution 

b, Re'oilations 

(1) initial Distribution 
( Copies52fio ) 

( 2) SuppleiTental Distribution 
( Copies 1715 ) 


c. 


Notices 


(1) ?^vtial Distribution 

( Copie S 27372 ) 

(2) Suppleinental Distribution 

( Copies 303 ) 


d. Other 

(1) initial Distribution (Copies 13742) 

( 2 ) Oxipplernental Distribution 

( Copies 150 ) 


- 61 

18 26 

974 

21 9 

57 

0 6 

19 


The totals in tlie "TO D/l’D" column will revert to 0 at the end of 
each fiscal year ana, starting with July 1952, will always reflect 
c\raulative totals for the fiscal year of the report. ^ 

ihe July throUfjh SeptejTiber total of infoimation reports recoived- 
is included in the total of intelligence Reports receivea 


TO DA TE -K- 

2640 

7029 

7442 

4025 

21023 

11547 

476 

64 

5742 

137 

1586 

20 

404 
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MOlJTHLr 

MARCH 1953 


Records Storage (all figures in 
cubic feet) 

(a) Eecoired 

(b) Distrojed 

(c) Storage Space: (Total) 

Records 

Rist.I-iaterial 

Coniraitted 

Avaiable 


Records Reference 


(a) Service Requests 

(b) Items on Requests 

Inter-Agency Reference Service 
(a) Requests 


THIS MOIxTH TO 


143 

116 

6400 

2950 

3150 

300 

0 


153 

570 


6 


Of each fiscal year and after J-one 1952, will alxj- 
o-aimiativs tools for the fiscal yej of 


0 at the end 
s reflect the ' 
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Security Information 
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MTS* 


1300,2 

186 


1086 

1639 


24 


CONFDENTIAL w 
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MICROFIIM PROJECTS 
MARCH 1953 


THIS MONTH TO DATE 


1. Projects Pending 

a* Entire Records Group 7 

b. Record Group Accretions 5 


2, Projects in Process and Completed 

a. Entire Recoils Group 

(1) In Process 

(2) Completed 

b* Record Grot^s Accretions 

(1) In Process 

(2) Completed 

c. Images Filmed (Total) 

(1) Rotary Camera 

(2) Flatbed Camera 

d. Reels (lOO ft.) 

(1) In Process 

(2) To be Revieired 

(3) Reviewed 


0 

7 

0 

5 

113,584 

64,2S6 

49,298 

10 

0 

31 




31 

1,164,869 

731,229 

432,740 


877 


* The totals in the ”T0 DATE” column will revert to 0 at the 
end of each fiscal year and, starting with July 1952, will always 
reflect cumulative totals for the fiscal year of the report* 
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See Appendix C Jan, Repot 

25X1 A9a 


E. 

WORK IMPROVEI^iro PROJECTS ' 

Project 1-53 - Rearrange and properly index distribution 
material. 

Project completed this month. 

Project 2-53 - Refile unbomd information reports in 
properly indexed folder. 

Project 98^ completed, A shortage of folders prevented 
completion this month. 



Ihroject 3-53 ~ Conversidn to ithe revised card in the 
Intelligence Report inventory control 
file. 

Project is 95^ completed. 
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